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Personnel Employment Regulations Employment 
  Policies 
 
 
 
 
POLICY: .01 The Laboratory considers al l  qualif ied applicants  

and selects  the best  qualif ied candidates available 
to  f i l l  vacant  posi t ions.  Hiring policies  and 
procedures conform with the Laboratory’s 
commitment  to  affi rmative action and equal  
employment opportunity.  See IPP 712.    

 .02 Unless business necessi ty dictates controls on 
hir ing from outside the Laboratory,  both internal  
and external  applicants are considered to f i l l  
available posi t ions.  The object ive of providing 
promotional  and transfer  opportunit ies  to career  
employees shall  be considered.    

 
 
EMPLOYMENT OF NEAR .03 Near relat ives may be employed at  the Laboratory.   
RELATIVES:  However,  no Laboratory employee may part icipate 

in  performance assessments,  decision-making 
processes,  approvals ,  or  other  act ions affecting the 
hir ing,  promotion,  demotion,  t ransfer ,  salary 
increase,  discipl ine,  retent ion,  or termination of a  
near relat ive.    

NOTE:   The provisions of  this  policy and the 
fol lowing definit ions also apply when the near-
relat ive relat ionship is  established after  
employment .  

 
 

Definitions .04 Near Relat ives are the employee’s spouse,  domest ic 
partners,  parents ,  brothers,  s isters,  chi ldren,  
s tepparents,  s tepsisters ,  s tepbrothers,  s tepchildren,  
parents-in-law, s is ters-in- law, brothers-in-law,  
sons-in-law, and daughters-in-law, and immediate 
family members (parents,  sisters,  brothers,  sons and 
daughters)  of  domestic  partners.  

 
 .05 Organizational Units  are any off icial ,  formally 

organized team, group,  off ice,  center ,  or division in 
which a near relat ive is  al ready employed.  For 
example,  i f  the employed near relat ive is  a  group-
level  manager or other group office employee,  the 
organizational  unit  is  the enti re  group.   

 
 

Administrative Manual   
Los Alamos National Laboratory  This subject was last revised on January 24, 2005.   

http://policies.lanl.gov/pods/policies.nsf/MainFrameset?ReadForm&DocNum=AM1213&FileName=am1213.pdf


AM 102 
September 14, 2005 

 

Employment Policies 

Responsibilities .06 Assist ing — The organizat ion’s assigned Human 
Resources General is t  and representat ives from the 
Staff ing Group (HR-S) in the Human Resources 
Division identi fy si tuat ions that  require  review, 
verificat ion,  and moni toring of  near-relat ive 
employment  si tuat ions and assist  managers in  the 
performance of their  responsibi l i t ies .  

 
 .07 Request ing  — The manager of  the organizational  

unit  in which a  near relat ive is  al ready employed is  
responsible for  preparing the near-relat ive 
employment  recommendation descr ibed in .26.    

 
 
Approvals .08 Near relat ives may be employed in  the same 

organizational  unit  when the division-level  
manager has approved such employment.  Near-
relat ive si tuat ions involving program or project  
offices,  t ransfers,  or reorganizat ions also require 
division-level  approval .  

 
 .09 The division-level  manager may approve the 

employment  of near relat ives in  the same 
organizational  unit  i f  such employment  is  in the 
best  interests  of the Laboratory and i f ,  after  
reviewing the recommendation memorandum, the 
division-level  manager is  sat isf ied that  a  real  or 
apparent  confl ict-of- interest  is  adequately 
precluded.  

 
 
REHIRE OF FORMER  
EMPLOYEES: 
 

Voluntary Terminations .10 Employees who voluntari ly terminate may be 
considered for rehire in  appropriate openings.    

 
 

Terminations Because of .11 Regular employees who were terminated because of  
a Reduction-in-Force  a RIF and are  la ter  rehired into regular  
(RIF)  employment may be required to reimburse to  the 

Laboratory al l  or a  port ion of  the severance pay 
they received.  Candidates are  considered internal  
Laboratory applicants indefini tely after  the RIF 
termination date.  See AM 114,  Reduction-in-Force.    

 
 
Terminations for Poor .12 Employees terminated for unsatisfactory 

Administrative Manual   
Los Alamos National Laboratory  This subject was last revised on January 24, 2005 

http://policies.lanl.gov/pods/policies.nsf/MainFrameset?ReadForm&DocNum=AM114&FileName=am114.pdf


AM 102 
September 14, 2005 

 

Employment Policies 

Performance  performance are  el igible for  rehire  with no wait ing 
period.  

 
 

Other Terminations  .13 The fol lowing former employees of  the Laboratory 
are el igible to be considered for reemployment  
af ter 7  years  from the date  of separation:    

Those who were terminated for cause;   

NOTE:   For-cause terminations do not  include 
termination for  poor performance.  See .12.  

Those who were terminated because the 
Department of Energy (DOE) denied or revoked 
their  clearances;  and 

NOTE:   Employees who were terminated after  
having their  clearances revoked are el igible to  
apply for posit ions that  do not  require a  securi ty 
clearance with no wait ing period.  

Those who resigned in  l ieu of being terminated 
for  the reasons ci ted above.    

 
  When they apply,  former employees who were 

terminated for cause or who resigned in l ieu of  
termination for  cause are  evaluated,  by the hir ing 
manager ,  after the appropriate wait ing period for  
reemployment based on the reason(s)  for  
termination.  While former employees terminated 
because of denial  or  revocat ion of clearance may be 
considered af ter 7 years ,  DOE has the sole 
responsibil i ty  for determining whether a clearance 
wil l  be issued or reinstated.  

 
 
EMPLOYMENT OF .14 The Laboratory hires individuals  under 18 years old 
MINORS:  for Special  Employment  Programs only.  The minor 

is  permit ted to work only in those specif ic  areas 
reviewed by the appropriate  Health ,  Safety and 
Radiat ion Protect ion (HSR) Division personnel  and 
approved by the appropriate  facil i ty manager.  

 
 
TEAM LEADER POSITIONS: .15 A Team Leader is  not  part  of  the management  

s t ructure;  for  TSM Team Leaders,  the group-level  
manager has the option of ei ther  appointing an 
employee to  f i l l  the Team Leader posit ion or 
choosing the Team Leader as the result  of  a  
competi t ive process.  Structured Series Team Leader 
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posi t ions must  be f i l led by advert is ing and f i l l ing 
the posit ion competi t ively.   

 
 

Reassignment of Team .16  Team Leaders serve at  wil l  and may be reassigned  
Leaders  to  other posi t ions.  When a reassignment is  

considered,  the Team Leader’s manager ini t ia tes 
the act ion with the concurrence of the next  higher-
level  manager .  Reassignment from a Team Leader  
posi t ion may be the subject  of a  formal complaint  
under AM 111 only if  the complaint  al leges that  
impermissible discrimination or  re tal iat ion in  
violat ion of law or Laboratory policy motivated the 
reassignment.  See AM 111.  

 
 
MANAGEMENT POSITIONS: .17 Managers are  competi t ively selected but  serve  
  at  wil l  and can be reassigned to other  management  

or  nonmanagement  posi t ions.  When a reassignment 
is  considered,  the manager’s manager ini t iates the 
action with the concurrence of the next  higher- level  
manager.  Reassignment from a management 
posi t ion may be the subject  of a  formal complaint  
under AM 111 only i f  the complaint  al leges that  
impermissible discrimination or  re tal iat ion in  
violat ion of law or Laboratory policy motivated the 
reassignment.  See AM 111.  

 
JOB SHARING: .18 With mutual  concurrence of  management and the 

two employees,  two half-t ime employees may share 
the responsibil i ty of  a  single job.  

 
EMPLOYMENT OF .19 Individuals  who are not  ci t izens of the United  
FOREIGN NATIONALS:  States may be employed by the Laboratory to  work 

on research and development projects that  require 
unique ta lents  or ski l ls  necessary to accomplish 
Laboratory objectives.   Foreign nat ionals  are  
normally l imited to unclassified work in  non 
securi ty  areas;  see 23.  

 
 .20 Employment  of foreign nationals  at  the Laboratory 

is  subject  to  federal  law and Immigration and 
Natural izat ion Service (INS) regulat ions.  

 
Eligibil i ty  for  .21 Foreign nationals  who possess immigrant  visas  
Employment  (permanent resident al iens) are el igible for regular  

Laboratory employment .   Foreign nationals who are  
issued nonimmigrant  visas by the INS and are 
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authorized to  work in the United States  are  el igible  
for l imited-term employment only.   See AM 1213.  

 
Approvals .22 The group-level  manager ini t ia tes the employment  

of  foreign nationals by the Laboratory.   The 
division-level  manager reviews the hir ing act ion.   
The Director  can approve some  requests  for the 
employment of foreign nationals;  some require the 
approval  of DOE.  The Personnel  and Information 
Securi ty Group (S-6) coordinates the approval  and 
determines whether DOE approval  is  necessary.   
(See procedures in .28-.29.)  

 
 .23 Security Clearances  –  Securi ty clearances are not  

ini t iated for foreign nat ionals.   Except ions require 
approval  of the Director .  

 
 

REQUESTS FOR  .24 Requests  for  verif icat ion of employment should be  
VERIFICATION OF   di rected to the Personnel  Records Team in the  
EMPLOYMENT   Human Resources Division’s Benefi ts  and 

Employment  Services Group (HR-B).   HR-B orally 
confirms that  an individual  is  or was an employee,  
s ta tes job t i t le  and hire/ termination date,  and 
verifies  salary.   Requests  for  addit ional  information 
or  requests  for a  wri t ten response must  be sent  in  
wri t ing on the requesting company’s let terhead to  
the Payroll  Team in the Accounting Group (CFO-1) 
with the employee’s wri t ten consent  to  release 
information such as salary history.   See also AM 
628,  Access to  Personal Information; AM 701,  
Government Property;  and AM 730,  Intel lectual  
Freedom. 

 
 
REFERENCE REQUESTS: .25 An employee may respond to  a reference request .   

(The release of  certain kinds of  information may 
require the consent  of  the individual;  see AM 628 
for details  on the release process.)   The reference,  
however,  shal l  not  be false,  del iberately 
misleading,  or given with malicious purpose,  and i t  
should be clear that  the opinions in  the reference 
are those of the writer and not  of  the Universi ty of 
Cali fornia  and/or  the Laboratory.  

 

These procedures effective until further notice.  
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PROCEDURES: 
 
 
Near Relatives .26 Preparing the Recommendation — The recommendation 

for approval  includes an analysis of  the advantages 
and disadvantages of concurrent  near-relat ive 
employment  in  the same organizational  unit  and a  
complete descript ion of   

The working or supervisory relat ionship,  i f  any,  
between the near relat ives;  

The possibil i ty,  i f  any,  of the near relat ives 
having the same immediate supervisor;  and 

Whether the proposed concurrent  near-relat ive 
employment  wil l  result  in ei ther employee 
having access to  personnel  or confident ial  
information pertaining to  or affecting the other.   

 
  Recommendations must  also describe how the 

confl ict-of-interest  s i tuations l is ted in  .03 will  be 
avoided.  

 
 .27 Routing — The l ine organizat ion sends the 

recommendation for approval  through the Human 
Resources Division Office (HR-DO).  The HR-DO 
coordinates review by Laboratory Counsel  (LC) 
before request ing approval .  The approved 
recommendation must  accompany the Personnel  
Action form (PA).  

 
Foreign Nationals  .28 When considering a foreign national  for  

employment,  supervisors should contact  Foreign 
Visi ts  & Assignments (FV&A) at  least  3  months 
before the proposed star t ing date to  ini t iate  the 
processing for the appropriate visa.   On or before 
the date  of hire,  the prospective employee must  
meet  with FV&A personnel  to discuss current  and 
future visa requirements.   The prospective 
employee must  bring passport  and visa  
documentation to the meet ing.   See AM 1213.  
Supervisors can contact  their  organization’s 
assigned Human Resources General is t  or  HR-S 
about any required administrat ive and salary 
approvals .  

 
 .29 If  a  foreign national  employee wil l  be working in  

an area not  requiring a clearance,  the sponsoring 
l ine manager submits  a  FORM 982 (Request  for 
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Unclassified Visi t  or Assignment by a Foreign 
National) .   Contact  S-6 for  the required procedures 
when a  foreign national  wil l  be working in a secure 
area.   The l ine manager must  receive notice of  
approval  before the prospective employee can begin 
to work.  

 
Health Insurance  .30 Foreign national  employees should be encouraged 

to  obtain adequate heal th insurance coverage.   
Subject  to el igibil i ty,  foreign employees may select  
one of  the Universi ty of  Cali fornia  plans.    

Administrative Manual   
Los Alamos National Laboratory  This subject was last revised on January 24, 2005 


	lanl.gov
	http://policies.lanl.gov/pods/policies.nsf/MainFrameset?ReadForm&DocNum=AM1213&FileName=am1213.pdf
	Visas




